
Job Code Approv ed/Adop ted Date

CITY OF RIVERSIDE
4660  07/11/05

HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION

TITLE: COMMUNICATION TECHNICIAN

DEFINITION

Under genera l direction, to  coordin ate departmental communications activities; to coordinate production services

related to both taped and live telecasts; to operate video cameras, edit videotape and perform related production

functions; to write narrative copy for productions and provide other writing services as needed; and to do related

work a s require d. 

REPORTS TO: Varies

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from high level management.

EXAMPLES OF DUTIES  

Duties may include, but are not limited to, the following:

• Coord inate departmental communications including acquisition, maintenance and repair activities for

radios, pagers , cell phone s and re lated equ ipme nt; inspec t new eq uipm ent for co mplian ce with

specifica tions; follow-u p with ven dors; an d ma intain reco rds on e quipm ent.

• Assist in the administration of the departm ental com mun ications bu dget and  service c ontracts ; participate

in Bro adcast P rodu ction  Con trol;  pr ocu re ne eded equ ipm ent a t the lowes t reas onable co st to th e City.

• Coordinate production services related to both taped and live telecasts, video programs and training films.

• Manage and m aintain the C ity Council cham bers  audio -visu al syst em  on a d aily bas is and  oper ate a ll

aud io visual equ ipme nt in coop eration with  City’s cable c omp any during  all City Cou ncil and other

appropriate meetings; maintain the City Council’s Master Clock System.

• Set up, operate and maintain studio, production facilities and field production elements and equipment

including sched uling and s taffing, televis ion cam eras, vide o record s, m icrophones, lights and gr aph ic

equipm ent.

• Direct pro gram  produc tion from  original con cept to co mple ted proje ct.

• Install and maintain City surveillance systems.

• Maintain audio visual recordings in accordance with Assembly Bill 839.

• Produce, script, edit and program Channel 53 video programming.

• Assist with special events and ensure proper pub lic awareness of C ity programs through video

documentation.

• Train and supervise part-time staff members and/or volunteers needed for live presentations.

• Encourage and facilita te are a schoo ls in cr eating edu catio nal ac cess pro gram min g suit able f or ca ble

casting on Channel 53.

• Assist with public information duties by creating ways to inform the community; speak publicly to make

citizen s aware o f Channel 53's  role in  the com mu nity.

•
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• Research and implement new equipment and technologies.

• Create videos and training materials for the City of Riverside.

• Assist with Emergency Operations Center (EOC) set up and operation.

QUALIFICATIONS 

Know ledge of:  

• All phases of television production, including live and taped cable-casting.

• Technologies and advances in both analog and digital video formats.

• Videotape editing, including single and multi-source.

• Electronics of sound equipment including sound consoles, tape records, amplifiers, video monitors and

related so und eq uipm ent.

• Audio equipment and television program creation, development and production.

• Metho ds and  proced ures us ed in the op eration of s ound e quipm ent.

• Mainten ance a nd troub leshootin g for all ass igned eq uipm ent.

Ability to:  

• Plan, direct, script, edit, and produce live and taped community-based television programs.

• Train, direct, and supervise part-time and volunteer staff to complete any and all video projects.

• Work flexible hours, week-ends and holidays to document various civic events.

• Operate sophisticated television equipment including cameras, lights, video recorders, microphones and

graphic  equipm ent.

• Prepare reports and communicate effectively, both orally and in writing.

• Maintain effective working relationships with supervisors, fellow employees and the public.

• Operate personal computers and related software.

Education and Experience: 

Any combination of experience and education that would likely provide the required knowledge and abilities

disqualifying.  A  typical way to ob tain the kn owledg e and ab ilities would be :  

Education: Equivalent to the completion of an Associate Degree (60 semester units) from an

accredited college or university in communications, journalism, television production or a

closely related field.  A dditional qu alifying expe rience m ay be sub stituted for th e

educational requirement on a year-for-year basis.

Experience: Two years of experience in professional telecommunications including one year of

experie nce with a udio-visu al suppo rt.  

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of, or ability to obtain, a valid California Class AC@ Motor Vehicle Operator=s License.
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CAREER ADVANCEMENT OPPORT UNITIES

FROM: Comm unication Technician

TO: Comm unications Officer


